Job Aid

Creating an Account — New Applicants
Applying for a Job—New or Return Applicants

Introduction:

When you apply for a position for the first time with the Executive Office of Labor and Workforce
Development (EOLWD), you will need to create an applicant account. These instructions will aid
you in providing the requested information to create your account and apply for a job.

Before you begin, there are a few items you will want to have ready, either on the hard drive of the
computer you are using or on a removable disk. These items will be required for applying for all
positions with EOLWD. They are:

O Cover letter
1 Resume

You should also be aware that answers to many of the questions you will be asked are required.
These questions are marked with an asterisk (*). The system will prompt you when you have omitted
required information.

To get started, follow the Instructions below to create an account where information about you will
be stored. This information will be utilized for each position to which you apply.
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Step Action
58 This Job Ai1d wralls o throagh the steps of Creating an Acoount and Applying fora
Position in [iberview Excharge
Rapiid Response Business Service Representative
ﬁpply Nnﬂ
About Execitive Office of Labor & Wor i orce
Dewdd opment:
Caeqoy: Poksbial
The Executive Office of Labor and Workforce Developrert e -
[EQLYWD]i= an equal apportunityatimative action employer. LRI PGWLL
Mfamen, minantes, witerans, and people with disabilities are Pz’;”"g
sronghy encouraged to apply. The ollowing agencies comes 0 Thcse
underthe Bsecutive Ofice of Labor and YWordonss
Developrment (EOLsO); Lacatbes:  Boroa, WA
Pozed: Sep 11,'13
Type FulHtme
E-mallio 3 1k xd
2. Chick on Apply Mow in the softerare tobegin the process of creating a profile and
applying for the requested posihon. .
3.

Follow the instructions in Step 1 below if you are:

& new applicant and need fo create an account or
& retoang applicant who has an account in the syetem

Erttar

STEP1: MEW ACCOUNT SETUP F EXIBTING ACCOUNT LOGIN
l°n emplownent application system account is nequired to apply online. Follow the instnictons

below to s=tup a new aczount floginto an existing account .

vour E-mall sddran s and clloh " Heet": *

Job Aid
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Job Aid

Step Action

Erbarrour E-4m all fddre gn and clleh " Magt': *
| [aedoe ExTELo

+  [fyouare a new applicant—enter the e-rnall address you want to associate

with wour profile (ex. Jare doefflx mail ors)

*  If'von arve aretinung applicant—-type in the e-mail addiess yon used to setup your

profile (ex. applicami@Bnail com)
Clck Hext

09/12/13 Page 3



Job Aid

Step Acton
5. New Account Setup
New Applicanis

If o are a new applicant, the New Sccount Setup screen below will be displaged

+ Fill in the required information on the Mew Sccount Setup screen
Returning App licanis
« Ifyouare a retwning applicant avd wour e-mail addre se was recogrized,
skip to step #10 below 1o be gin your application for a job
MewSocourt Sebp

- Fill oot thee delds below and dick "Setup Mew Account™.

Fersoral Ifomnation

First Mame: = . 1)

L3zt Hame: =

Egn rforrnation

E-rmail: L

Pazzword; L

Confirm Passwand: =

Bddres=
Strest Address ; =

Ieddress Line 2:

Ci‘t'g.r =
G Sekctne -

Country Unked Siates jx

Postal Code: I

Phione:
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Siep Action

A Personal Infornmation:

First Mame: | = Ll

La=t Mame: | =

*  Type First Hame (reqmred
*+  Type Middle Imtial (opticnal)
*  Type Last Hame (required)

7. Login Indbrmaiion:

Email | e e @ual o ]

Paszward: | =

Conirm Pazaword: | =

+  E-mmail —-The e-mail address you entered on the mitial screen 15 dis plaved
(required)

+  Password--Cieate apasswrord for your acconnt (Mustbe a roninmam of 2
chararters, 1 mamber ard 1 uppercase letter 15 required)

+  Confirmi Password---type the passaromd again to confirm (equired)

09/12/13 Page 5



Job Aid

-H_‘—v -
Step Action
3.
Address
Strest Address | =
#Addraz= Line 2: |
En.'!,l' | =
it | seectome -l
Cotiy | Uted states -l
Postal Code: =
Phone: | %y
+  Fill incurent Street Address (required)
+  Fill in Addrers Line 2 (1f applicable]
+ Fill inthe name of the City ass ociated writh street addres s (required)
+  Click on the dorarn arroner to the ngld of the box for State, chocse the apphicable

state (required)

s [Trmted States 15 mabormatcally popalated mn the Conmbry field (®quirved)

o Ifwon need to charge the Coartry, click on the dowrn anoosr to the right of
the box for Coanbry, choose the comect Countor

+  Type inthe postal mp code assomated with the address (5 or @ digits, 1if'? digits mo
spaces or lvphens) (fixst 5 digits required)

+  Type inwour telephone roomber (areacode + 7 digits, no spaces or hyphers )
(required)

+  Type intelephone extersion (i applicable)

[Set wp New Accound

Chickeon Set Up New Aceconrt

[Accoimd Setup ! Login comp leied|

*+  When the message ahove 15 displayed, o1 have acconphshed the setap of wour
acconmtprofils and
*  Tou aw logged into apply for the position
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Step Action

10.
Return Apphcant

+  Eeturn Spplicards will see the message beloar displayed after the irput of vour e-
mail address

£ peourt Exists : Dear Usar, we noticed tha you hawe used this ermployment application swstem
in the past. To continue please enter your pasaword inthe boxabowe. Forgot password? Please
click hereto reset your pas sword.

Enter your password to begin the job application process

11.
STEP 2: COMPLETE COREGUISITES™ () GUESTIONNAIRE

Ansaranng the followring questions wrill confinm that you meet
the b asic wquirerents for this position. Hote: Anserers canmot
bechanged onece the apphication has been sabrutted.

Mot all positionms will have COR Equisite ques hions.
*  If'ym donot have questions displayed on the screen after the message

ahove, proceed to Step 5.
¢ If'yon have questiors displayed on the screen after the message ahove,

anserer the questonsiprovide requested mfbrmaton

12,
STEP 2 ELECTRONIC FORME

Al Bectronic Forms (POF, HThfican be filled and submitted online.

Please complete the following Bedtronic Forms for this positon
Pemding G Application For Employment

«  Ifthe Spplication for Employraent electrorde form icon iz displayed do net
fill ot the Emplovyiment Application at this firne.

«  Proceed to Step#4
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15

STEF &: UPLOAD Y'OUR RES UME W'*

Ale Location: | fike location |
Wiard gooc, docr), Adobe Cpdh, & Text Cioh fles onbywith 3maxim am Tl £ke of2 e gabes (8
+  HNote: 4 msume is required in omer to apply for a posihon
New Apphranis
*+  Mew applicants noist have astored resume on the computer you arensing or

ona wmeovable disk fiomoarloch it can be accessed
+  Chicks the hrowse batton to locate and attach wonr s tored resme

Eethurn Applicants
*  Eetrnapplicards will have the option touploal a newr remame or selecta
resume that was used to apply for a previous jcb.
oR

Balactone of vour thored Re sume 5w n;

select W

* Clickonselertto choose aremame previosly saved inthe softarae
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Step Action
14. STEP S ANSWER OPTIONLL EECC GIUES TIONS
NOTE: (IS TIO B I THIS SECTION ART OFTIONAL, YO TARTY HOT X (OIETD TO AR WEER IF
YOTCHOOSEROTTO FEOVIDE ETS FOIG IS SEIF TO STER #6
1. Gender Ealec] l
= Chick the down amow tathe Aght ofthe seledt box to select gender
-hiale
-Female
2. Bthnicity 'I'
= Chekthe down amow ta the rght ofthe select box to select ethnicity
-Hispamie cx Latno
-Hot Hispame or Lahine
*  Ifvonselected Hispanke or Latino, then o to &1, Veteran Status
3. Race (Mot Hispanic or Latine) FeTect one or mone|
*  Ifvonselacted Mot Hispanie or Latimn in &, then chocs e wonr racial
Zronpls] fromthe listthat best descrbes you:
-Amencan hdian or Aashka Mative (hot Hispanic or Lating
-Azian (Mot Hspanic or Lating)
-Black or Afnican Amencan (Mot Hspanic or Latino)
-Matiwe Hawaiian or Paciic [Hander (Mot Hispanic or Lating’)
-Uhite (Mot Hispanic or Lating)
= Ifyou areusinga PC---Hold downthe control key and dick an your seladionis)
= Ifyou are using a hiac--- Hald down the command key and dick on yaur
zelection(=)
4. “eteran StEtus (i applicabla) 'I'
»  Chekthe doern armowr to the right of the select bos to reveal veteran
status, choose the stahis that applies to you
&. Dizahilty Sttus (fapplicable) 'I'
*+  Chckthe dovern ariooer to the right of the select oo to mveal disability
stabas
* —
oGS0 3 .
*  sfatns, choose the stahs that applies to pm
09/12/13
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Action

15.

STEF E: ANSWER ADDMIONLL CUESTIONS
1%. How did wou hear about this opportunity’s

2. If'xher please specify hera:

A fre wou 3 cument emplovee of Bxecirtive Office of Labor & Wibroorce
Dewelopment?

4. [f'es', please state wour Employes (0O
5%, fre wou bilingual ?

G. Ifyes- please state the languages yvou speakinnte

«  Cuestions1, 3 and 5 raustbe answered in order to apply for
the position

+  Ifvyou answer “ses” to que stion #9, type 10 your assighed
employee I mirmber in #4

l&.

Clic ke & pplvHow
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Job Aid

17. +  Whenvor Chek Apply Howr  the semenbeloar will be displayed

*+  [Tnderthe heading Ldd/Tpdate Domumerts, select cover letter as the dommment
type tobe added to your application

*+  Chelon browrse to seawch for the location of woar saved cover letter on yoar
compater or removable disk

Rapid Response Business Senvice Representative

FLESE o0D ANY ADDITIONAL DO CUMENTS BELOWN.
OTHERIMIESE, P LEASE CLICK HERE TO CONTINUE.

bpplication hstnoctions:

Oocunents Submitted:
O

Oocurnent Type Ozte Odded et
&

1. Resume Rezume 10022013

Bad S Updste Docurment=

Document Type:
Alalocaton:  prowns

Add more documents

Mate: prezent, Resume docume it types cannot be deleted
from wou r employment application, but ¢an be replaced. To do
=0, 22kt Resume fomthe drop-down st abowe and upload the
niew file.

09/12/13 Page 11



\‘

Job Aid

Action

12,

¢ When you save your coper letter and click subrdt, wou will be taken to the
screen below

+  Tou have cornplefed the submission of ywour application for the job

The document has been added to this
application.
Thank wou for registering with Intervisws
Exzhange.

A confirm ation & mail has been sentto you
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